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General Information

§%GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Viewing/Reopening an Interpreter Invoice

Invoices that you have saved and/or submitted are stored on the Self-
Service Home page in GEARS. Retrieve and view invoices to:

1. Continue editing an Invoice that has not been submitted
2. View the status of a submitted Invoice
3. Reopen a denied invoice

For more information about entering Interpreter Invoices, please refer to
the Creating an Interpreter Invoice tip sheet.

GEARS Navigation

Main Menu > AOC Self Service > Interpreters & Jurors

- ra

Fa*.fu::'r'rtes MainvMenu = AQC SefSewice > Interpreters & Jurors

1.0

Process

This document is intended to provide a quick reference to viewing/reopening Self-Service Interpreter Invoices in GEARS.

STEP

ACTION

DETAILS

1.

AOC Self-Service Invoices

On the Invoice Actions
page, click the “View Invoices” link

AQC Self-Service Invoices

Invoice Actions

Create Interpreter Invoice

¥

Create Juror Invoice View Invoices
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2.

The

Search Self-Service Invoices

Search Self-Service Invoices

entered the Invoice.

page displays. Enter fields in the invoice 0: | Fntered By Q
Search criteria to search for your Hame 1: invoice Date: 5 Seach
. Name 2: Court Location: &}
Invoices. )
TIN [ SSH: &} Status: -
Return to Self-Senice Home
@ Retrieve invoices by using one or more of the following search criteria:
1. Invoice ID - (E.g., CS0815141015)
2. Entered By — (name of user who entered the Invoice)
3. Name of Payee/Vendor
4. Invoice Date
5. Court Location
6. TIN/SSN
7. Status — (Approved for Processing, Denied, Draft, Submitted for Processing)
3. Click the sy button. In this scenario, the search for Invoices was by the name of the user (e.g., Lorie.Rivers) who

The Results of the search displays.

Search Self-Service Invoices

Invoice 1D: Entered By LORIE.RIVERS Q
Name 1 Invoice Date: W Search
Name 2 Court Location: Q
TIN / SSN: X Status: -
By o D 4ot O
Invoicelda invoice Date~ Entered By Name 1 Name 2 Status
JOHN ROBERTS 110.00 Approved fo
LORIE RIVERS JOHN ROBERTS 119.92 App
LORIE RIVERS SOURCE ENTERPRISES LLC 174.31 Approved for Processing
LORIERIVERS MARTHA GEORGE MARTHA GEORGE 04.02 roved for Processing
LORIERIVERS JOHN ROBERTS JOHN ROBERTS
LORIERIVERS JOHN ROBERTS JOHN ROBERTS ng
LORIE RIVERS AGNES RODRIGUEZ AGNES RODRIGUEZ ing

@ Click on any of the column heading titles to sort the list in ascending or
descending order. For example, to see the list of invoices sorted by Invoice Date,

click on the Invoice Date title.

Click on the Invoice ID link to view the Invoice.
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" Interpreter Invoice
6 Interpreter Invo
* | The page

. K ‘ Payee Information TIH I SSH: 123456789 [l Use INTERPRET" Vendor
displays. Review the details of the
. MName 1: JOHN ROBERTS Hame 2:
Invoice.
Address Line 1: 1234 ANY STREET Vendor 1D: 0000009999
Address Line 2: Short Vendor Name: ROBERTSJOH-001

Address Line 3:

County:
City: ANY CITY State: MD Postal Code: 21403-1111 Country: USA
Email ID:
Invoice ID: GR0819140100 Invoice Date:  08/19/2014 Buyer: Administrative Office of Court
Court Location: C53-COMM Baltimaore County District Ct Requester: LAURA.RIVES
Invoice 2014080100021671 Payment Terms: MNET00
Comments: o

Total Amount: 110.00

Invoice Line Information €

Personalize | Find | First K1 4 of 4 I st
%‘;"“ Description Quantity UOM  Unit Price Merchandise Amt
1INT-COMPO1 Court Certified Interpreter 2.0000 EA 55.00000 110.00
| Attachments |
Return Warklist

7. | TTFORDENIED INVOICES™®

P . ) . . Fawlntes Ma\n_Menu > ABCSeESewlce » Interpreters & Jurors
To reopen a ‘Denied’ invoice, click

\ Reapen Invoice \ Interpreter | ce
the ™™ bputton, and then
. oK - Payee Information .y, sy 1110003322 "] Use 'INTERPRET" Vendor
click == to confirm the
reopen Name 1: BURT REYNOLDS Hame 2:
.
Address Line 1: 2222 ANY STREET Vendor ID: 0000001010
Invoices that have been ‘Denied’ Address Line 2: Short Vendor Name: REYNOLDSBU-001
H H H Address Line 3:
can be updated, including adding
. County:
additional attachments, rather
City: ANY CITY State: MD Postal Code: 21403-2222 Country: USA
than having to create a new one. -
maill S
Invoice ID:  REQ120150830 Invoice Date:  01/20/2015  Buyer: Administrative Office of Court
Court Location: C74-COMM Baltimare City District Ct Requester: LISASPRIGGS
Invoice Payment Terms: NETO0
Comments: f:J
Total Amount: 141.03
.E[:_';z““ Description Quantity UOM  Unit Price Merchandise Amt
1 INT-COMPOA Court Certified Interpreter 2.0000 EA 55.00000 110.00
2 INT-EXPOO Interpreter Expenses - Other C 1.0000 EA 31.03000 31.03
| Reopen Invoice | | Attachments |
Return Worklist
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8 **FOR APPROVERS ONLY**

When making edits to an Invoice,
you must ‘Save’ your changes first
before ‘Release for Processing’. If
you make edits to the Invoice and
attempt to ‘Release for Processing’
without first saving, an error
message will appear. To correct,

Please save your changes. (20000,43)

The changes made to this invoice must be saved before the invoice can be released for processing

click the o] button to return P
to the Interpreter Invoice page.
Then, click the Save button and
lastly, click the Release for
Processing button.

This completes the steps to Viewing/Reopening Interpreter Invoice(s).

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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